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American Institute Of Certified Public Accountants.
Simplified classification and cataloging rules.
(From AICPA library manual)

FOREWORD

This pamphlet is in no sense a manual for the organization
and maintenance of an accountant's library.
It is merely in
tended to give information regarding the classification,
cataloguing, filing and various rules used in the library of
the American Institute of Certified Public Accountants.
It
is hoped, however, that the rules applying to this library may
prove of interest to the librarian who is working in this
special field.
As methods must vary according to the size and character
of the library, space has been left for annotations and ex
pansion of the classifications.
The Accountants' Index should
be consulted for subject headings and form of entry.

The selection of materials has not been considered for
this depends upon the policy and needs of each firm.
The
Accountants' Index gives a resume of accounting literature
and may be used as a basis of selection.
The current lit
erature department of the Journal of Accountancy lists the
books and magazine articles of the month.
Most of the material
listed here may be found in any large public or reference
library.
Consequently, only a standard collection and the sub
jects in which the firm is particularly interested need be
selected.

CLASSIFICATION RULES

Books and pamphlets should be classified by subject so that
all material on a given subject will be brought together.
For example, all books on banking will be found in one class,
the books on insurance in another, the books on public
utilities in another, and so on, until every book is in the
same class with other books on the same subject.

Each subject is represented by a number.
As accountants’
libraries are usually small and the number of books and
pamphlets to be classified comparatively few, the numbers
have been confined in most instances to three or four spaces.
In classifying a new book, first
ject or where it will prove most
industries and trades, where not
filed according to subject under

decide what is the main sub
useful.
Special businesses,
otherwise indicated are
250.

The difference between the alphabetic-subject method of
filing and the decimal classification method is that related
subjects do not stand together as they do in the latter
method.
The classifications of accounts of most of the
special businesses industries and trades are not similar
and so from an accounting standpoint there is no reason that
they should be grouped.
The great advantage is that this
arrangement permits indefinite expansion.

SIMPLIFIED CLASSIFICATION FOR ACCOUNTING LITERATURE

000
100
200
300
400
500
600
700
800
900

General works (Dictionaries, Encyclopedias, Yearbooks, etc
Accountancy
Business and industry
Government
Insurance
Public utilities
Banks and Banking
Finance (including Taxation)
Law
Miscellaneous (Economics, Commerce, Biography, etc.)

Periodicals
Arrange alphabetically by name of the periodical.
If clippings,
arrange in the same way in the file or same as pamphlet.

Pamphlets are indicated by *

ACCOUNTANCY

100

Addresses, lectures, radio broadcasts, etc.
Conferences, meetings, accounting clinics, etc.
Accountants and auditors
.1
Duties and responsibilities of
.2
Employment of
.3
Women accountants
.4
Statistics on
.5
Accounting firms
.6
C.P.A. certificates, designations, degrees, etc.
.7
Cooperation with other organizations and bodies
.8
Foreign countries (arrange alphabeticallyby country)
.9
States (arrange alphabetically by state)
104
Professional ethics
105
Public relations
106
Societies (arrange alphabetically by name of society)
107
Education
.1
Law
.2
Examinations
.3
Scholarships
.4
Prizes and essay contests
.5
Theses
.6
staff training
.7
Foreign countries
. 8
.9
Schools, colleges, etc. - Accounting courses, etc.
101
102
103

Law

10 8

.1
.2
109

110
111
112
113
114
115
116
117
118

119

United States (arrange alphabetically by name of state)
Foreign countries
”
”
"
"
" country)
History (arrange alphabetically by name of country)

ACCOUNTING
Standardization of
Problems in
Encyclopaedias, dictionaries
on
Terminology
Accounting literature(bibliographies, reading lists,
book reviews)
Machine methods
Accounting in foreign countries
Laws (arrange alphabetically by name of state or country)

Miscellaneous (Natural business year)

120

BOOKKEEPING

130

BOOKS

140
141
142
143

ACCOUNTS
Assets
(Valuation)
Current assets
(Cash and receivables)
Fixed assets
(Land, buildings, machinery, goodwill,
patents, intangibles, wasting assets)
Deferred charges
Liabilities
Current liabilities
Accrued liabilities
Fixed liabilities
Profit and loss accounts

144
145
146
147
148
149
150
151

160
161
162
163
164
165
166
167

168
169
170
171
172
173
174
175
176
177
178

179

(journal - Ledgers - Cash book, etc.)

FINANCIAL STATEMENTS
Balance sheets
COST AND FACTORY ACCOUNTING
Direct costs
Indirect costs
(Overhead)
Special accounts
(Scrap & spoilage -Products
Plant andequipment
-Payrolls, etc.
Standard costs
Uniform methods and systems in
Miscellaneous

cost accounting

AUDITING
Independent audits
Investigations
Certificates
Reports and statements
Internal auditing
(Internal control)
Working papers
Defalcation and fraud
Laws
(see also Accounting - Law 118)

Miscellaneous

180

STATISTICS

190

MATHEMATICS

(Charts - Costs - Prices - Ratios)
(Amortization - Premium - Interest - Tables)

BUSINESS AND INDUSTRY

200
201
202
203
204
205

.1
.2
.3
.4

.5

206

.1
.2
.3
•4
.5
.6
.7
.8
207
.1
.2
.3
.4

Management
Office management
Office equipment (Mechanical devices)
Factories
(plant)
Finance
Capital
Profits
Income
Budgets, Business (see also Counties - Budgets;
Municipal budgets - National budgets; States Budgets)
Surplus
Buying and selling
Purchasing

Stores systems and

stock records

Selling and sales
Credit and collections
Advertising
Turnover
Labor and laboring classes
Strikes; Trade agreements
Hours of labor

(Collective bargaining)

.5
.6
.7
. 8
.9
208

.1
.2
.3
.4
.5
.6
.7
.8
.9
.10

Trade unions
Law (Fair labor standards act)
Wages, fees, salaries, etc.
Accountants

Bonus
Profit-sharing

Systems of wage payments
(Bedaux system, etc.)
Pensions and benefit plans
Accountants

Miscellaneous

209
.1
.2
.3

(Co-partnerships)

(Trade associations — Business organization)

Industrial and business codes
Competition in business and industry
(Unfair practices)
Public relations in business and industry

210
211
212

PARTNERSHIPS
Accounting
Auditing

220
221
222
223
224

CORPORATIONS
Accounting
Auditing
Management
Finance

Reorganizations

226
228

.1
.2

Law
Divide by country or state
Government regulation and control
(Federal
securities act of 1933 - Blue sky laws, etc.)

230

CONSOLIDATIONS

235

HOLDING COMPANIES

236

TRUSTS

240
241
242
243

FIDUCIARY MATTERS
Executors and trustees
(Estates)
Bankruptcy
Liquidations and receiverships
Accounting
Auditing

.1
.2
.3
.4

.8

250

(also anti-trust laws)

Finance

Law

SPECIAL BUSINESSES, INDUSTRIES AND TRADES
(Divide by subject and assign first three letters of
the subject and a number following, to distinguish it,
if necessary - i.e.,
Brokers
250 Bro 2
Bronze
250 Bro 3
Florists
250 Flo 3
Flour mills
250 Flo 4

260

MERCHANDISING

(for special kinds of trade see 250,
under name of "business, i.e.,
Drug trade - 250 Dru
Fruit and vegatable dealers 250 Fru 2
Furniture trade 250 Fur 6)

261
262
263
264

Wholesale trade
Retail trade
Department stores
Cooperative stores and associations - Cooperative
marketing

265
266
267
268
269

Mail order
Factors and factoring
Chains
Dry goods
Miscellaneous

270
271
272
273
274
275
276
277
278
279

2 80

AGRICULTURE
Fruit growing
Livestock - Ranches
Poultry farming
Dairying
Creameries
Butter
Cheese factories
Bee keeping and honey manufacturing
Miscellaneous

MINING AND METALLURGY

2 81
2 82
2 83
2 84

Iron and steel
Gold and silver
Copper
Quarries and quarrying

2 85
2 86
2 87
288
289

Coal (see also Coal trade - 250 Coa 4)
Miscellaneous

(see also Stone cutting - 250 Sto
and Monuments 250 Mon 3)

300

GOVERNMENT

310
311
312
313
314
315
316
317

NATIONAL GOVERNMENT
Accounting
Auditing

320
321
322
323
324
325
326
327

STATES AND TERRITORIES
Accounting
Auditing

330

COUNTIES
(subdivide as above)

340

MUNICIPALITIES
(TOWNS
(subdivide as above)

Finance

Statistics

Finanee
Statistics

INSURANCE

400

FIRE
Accounting
Auditing
Management
Finance

410
411
412
413
414
415
416
417
418

Statistics
Law (arrange alphabetically under name of country or
state)
MARINE
(sub-divide as above)
LIFE
(sub-divide as above)
435 Actuarial science
ACCIDENT AND CASUALTY
(sub-divide as above)
ANIMAL AND CROPS
(Livestock; Hail, etc.)
(sub-divide as above)
CREDIT
(sub-divide as above)
AUTOMOBILE
(sub-divide as above)
HEALTH
(Hospitalization)
(sub-divide as above)

420
430
440

450
460
470
480

Miscellaneous

490
491

.1
.2
.3
.4
.6
.7
.8
492

493
494
495

496
497

PLATE GLASS
Accounting
Auditing
Management
Finance

Statistics
Law
TITLE
(sub-divide as above)
LEASEHOLD
(sub-divide as above)

AIRCRAFT
(sub-divide as above)
BURGLARY
(sub-divide as above)
USE AND OCCUPANCY
(sub-divide as above)
BUSINESS (Accountants ' indemnity; Surety and fidelity;
Unemployment)
(sub-divide as above)

500

PUBLIC UTILITIES

510
511
512
513
514

.1
.2
.3
.4
.5

Railroads
Accounting
Auditing
Management
Finance
Valuation
Costs
Depreciation
Capitalization
Rates
Reorganizations
Statistics
Law

516
517
518
520

ELECTRIC AND STREET RAILROADS (Subways, etc.)
(Sub-divide as above)

530

ELECTRIC LIGHT AND POWER
(Sub-divide as above)

540

GAS

(Sub-divide as above)
550

EXPRESS
(Sub-divide as above)

560

WATER CARRIERS
(Ships and shipping)
(Sub-divide as above)

570

TELEPHONE AND TELEGRAPH
(Sub-divide as above)

5 30

WATERWAYS
(Sub-divide as above)

590
591

MISCELLANEOUS
Roads and highways
Accounting
Auditing
etc.
Waterways (Canals, rivers, etc.)
(Sub-divide as above)
Air transportation - Airports
(Sub-divide as above)
Motor transportation (see also Motor trucks - 250 Mot)
(Sub-divide as above)
Radio broadcasting (see also Radio apparatus - 250 Rad 3
(Sub-divide as above)

.1
.2

592
593

594
595

600
610
611
612
613
.1

614
615
616
617
618

620

630
640
650

660

670

BANKS AND BANKING

FEDERAL RESERVE BANKS
Accounting
Auditing
Management
Investment policies
Finance
Taxation
Failure
Statistics
Law (arrange alphabetically by name of country
or state)
STATE BANKS
(sub-divide as above)
SAFE DEPOSIT COMPANIES AND DEPARTMENTS
(sub-divide as above)
SAVINGS BANKS
(sub-divide as above)
CLEARING HOUSES
(sub-divide as above)
TRUST COMPANIES AND DEPARTMENTS
(sub-divide as above)
LOAN BANKS
Morris plan
Building and loan and savings associations
Federal home loan banks
(sub-divide as above)

680

CREDIT UNIONS (for Land banks see 270.45 Agri cultural
(sub-divide as above)
credit)

690
691
692
693
694
695
696

Miscellaneous
COOPERATIVE BANKS
FOREIGN COUNTRIES
LABOR BANKS
•
BRANCH AND GROUP BANKING
BANK FOR INTERNATIONAL SETTLEMENTS
(sub-divide these as above, if necessary)

700
701

710

FINANCE

(including Taxation

Refinancing

MONEY

712
713

Credit
Foreign exchange

715
716

Inflation
Debts and debtors

720
721
722

INVESTMENTS AND SECURITIES
Stock exchanges
Loans

724
725
726
727

Stock
Bonds
Debentures
Mortgages

729

Speculation

730

NEGOTIABLE INSTRUMENTS

TAXATION

750
751

.1

(general or international)

United States
Exemptions

752

Double (within the United

753

Tax evasion and avoidance

754

Income and excess profits (general)
Individual
Corporation (Undistributed profits)

.1
.2

Inheritance - Estates and

755
756
.1
.2
.3
.4
.5

Other taxes
Fees - License

.1

758

.1
759
.1

800

900
933

trusts - Gifts

Stamp

Poll
Luxury
Payroll

(Social security: unemployment insurance,
old age pensions)
Sales and excise
Windfall tax
(Unjustment
enrichment)

.6
.7

757

-

States)

Municipal
(general)
Special cities, towns, etc.

States
(general)
Special states

(arrange alphabetically)

Other countries
(general)
Special countries
(arrange

LAW
MISCELLANEOUS

Economics

(arrange alphabetically)

alphabetically)

CATALOGUE
A dictionary catalogue enables a person to find a book
by author, by title or by subject.
Card files allow ready
insertion for added material.
3 by 5 inch cards are the
regulation size.
The following cards are made:

Author
1
(a)
Make the author entry under the name of the author
whether personal or corporate.
Invert personal names.
(b)
If there is no author use name of editor or com
piler followed by ed. or comp.
(c)
For official publications, use first United
States followed by a period and then the branch of the
government issuing the document.
For state publications use
the name of the state first.
Public documents by one or two
men are entered under the author and also under the country,
state or municipal department.
(d)
Anonymous books are entered under title.
The
initial article should be omitted.
Leave first line blank.
(e)
Enter compound personal names under the first part
of the name and refer from the second part.
2 Write the title on the next line, omitting the initial
article.
3
Number of volumes
4
Edition
5
Place of publication
6
Publisher
7
Date of publication or copyright date
8
Paging
9
Trace on the back of this card all other cards made.

Title
A title card is made for Journal of Accountancy articles
and for all books and pamphlets with the following exceptions:
No title card is made for reports, transactions , or pro
ceedings of corporate bodies, societies, institutions, govern
ment departments, etc., nor for books where title is the
same as a subject heading, such as - "Accounting", "Auditing"
etc.

1 The title is written on the top line.
The initial
article is omitted.
2
The author's name, inverted, is on the second line.

Subject
The subject is on the top line.
a duplicate of the author card.

Other-wise this card is

The Accountants’ Index should be consulted for subject
assignments.

Cross Reference

Having once adopted a given word to express a given subject
always use that word.
Refer from or to other headings.
Use
the word See when there is no entry under the heading from
which the reference is made; See also when there is one.
Series Card
When separate works are published under a collective title
or title page caption, make a card with this caption on the
first line.

Joint author

Enter works written conjointly by several authors under
the name of the first one mentioned on the title page, with
reference from the others.
Editor or Compilor (unless as author)
The editor or compiler’s name is on the top line.
Other
wise this card is a duplicate of the author card.
Ed. or
comp. is written after the name of the editor or compiler.

Continuation

Use this card for annuals and periodicals.
The following
information is given: author and title (or the name of the
periodical), place of publication and publisher and after
the caption Library has, the years.

Analyticals

It is often the case that a book on one subject contains
material on another subject, or a book may consist of various
subjects. Analytical cards are made for such portions of books
or periodicals.
(a)

Author card
1 Author name
2 Title
3 In parenthesis - In (Author, title of the whole
book, date and paging.)

(b)

Subject cards
The subject is on the top line.
Otherwise this card
is a duplicate of the author analytical.

Shelf

list

The shelf list card is a duplicate of the author card.
Added information may be given, such as copy number, date
acquired and price.
These cards are arranged numerically by class number and
alphabetically by author.
This is the same order as the books
are arranged on the shelves and the pamphlets in the pamphlet
file.

This list is used in taking the inventory to see that none
of the books are missing.
Accession book

Most libraries do not need an accession book.
If one is
used, it may be purchased from any library supply firm.

FILING CARDS

The arrangement is in absolute alphabetic sequence as in a
dictionary.

1. When the same word serves for several kinds of headings
the order should be person, place, subject and title.
2.

File Mac, Mc and M' as Mac.

3.

Initials are always filed before words.

4. Abbreviations and numbers should be filed as though
spelled out in full.

5. Arrange personal names compounded of two names, with or
without a hyphen, after the first name but before the next
longer name.
6. Arrange compound names of places as separate words,
except those beginning with prefixes, e.g. New York.

7. Arrange as single words compound words printed as one,
e.g. Bookplates.
8.

Arrange hypened words as if separate, e.g. Out-of-doors.

9. Arrange names compounded with prefixes as single words,
e.g. Le Sage.

10. The possessive case singular shoul
d be arranged with the
plural.

AUTHOR OR SUBJECT MARKS

After the classification number has been assigned add the
initial of the author’s last name.
This aids in arranging
the books and pamphlets alphabetically by author under class.
Where books have been arranged by country or subject the
exceptions have been noted in the classification.
The
principal exception is special businesses, industries and
trades.
As this class is arranged by subjects, the first
three letters of the subject and a number, if necessary, are
added.
This classification number is then written in all books and
pamphlets and on all cards.
For example:

170R

or

250 Acc

or

250 Acc 2

If the books are filed in different rooms, mark in pencil
above the class number the symbol of the room or rooms.
For example:
M
170 R

or

M-R
170 R

BOOKS
Books are arranged on the shelves by class number and then
alphabetically by author.
The exceptions are noted in the
classification where the filing is by subject or country in
stead of author.
Bound periodicals are arranged alphabetically
before the class books.

Each book should be marked with the name of the library, the
class number and letter, volume and copy if more than one.
For example:
110 A

110 A
v. 2

110 A
cop. 2

The classification number should be written in the upper right
hand corner of the fly leaf and printed in plain figures on the
back of each book, two inches from the bottom.

PAMPHLETS AND CLIPPINGS
Pamphlets may be defined as 100 pages or less and bound in paper.

Assign the same class numbers as used for books and file in
legal cap files. A star (*) before the class number on the pamph
lets and catalogue cards indicates that they will be found in the
file and not on the shelves.
Mark each pamphlet with the name of the library.

Pamphlets which are easily torn or very small should be filed
in folders, pamphlet binders or envelopes.
Clippings should be inserted in open top envelopes or folders.

Magazine clippings should be filed by name of magazine and date.

DISCARDS

If a book, pamphlet or magazine is discarded or lost and
not replaced, all catalogue cards should be removed and the
fact noted on the shelf list card.

REPORTS
Financial reports are filed alphabetically by the name of
the company in separate legal cap files.

A separate card index by name of company and subjects should
be made.
The main card should give the name of the company,
the address (in pencil), the date of the report, and the date
received.
File here all prospectuses and also notices of issues of
securities.
PERIODICALS

All periodicals received regularly should be stamped with
the name of the library and checked on monthly or weekly
card records, size 3 by 5 inches.

Periodicals may be divided into three classes:

Bound
Unbound
Clipped
The best method of preserving the current numbers of period
icals to be bound or preserved without binding, is by the use
of pamphlet boxes.

In the case of these eventually to be discarded, mark the
article and indicate on the cover the pages catalogued.
The
notations will prove of great assistance when clipping.
Usually
periodicals should be kept intact for a year.
The method of
preparing and filing these clippings has already been dis
cussed under Pamphlets and Clippings.

When material is loaned, a charge slip as shown below is
made out.

AMERICAN INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS
LIBRARY

Date..........................................................................
FORM NO
. 33 (11-76)

Author.................................. -....................................................... ................................................................
Title....................................................................................................................................................................

Signature
(Member)................................................................... ...............................................................................

(Representative or messenger)....................................................................................................
Firm...................................................................................................................................................................

Address................................................................ ...........................................................................................

These charge slips are kept in a file, the original arranged
alphabetically by name of author, duplicates arranged alphabeti
cally by name of borrower under due date.
All slips are then
removed from file when material is returned.

A dating slip is pasted on the inside of the back or front
cover of book or pamphlet and the date when due is stamped
thereon.

AMERICAN INSTITUTE OF
CERTIFIED PUBLIC ACCOUNTANTS
1211 Avenue of the Americas
New York, N. Y. 10036
Tel. 212-575-6322

THIS BOOK IS DUE ON
JUL 2 5 1978

SAMPLE CATALOG CARDS

110 J

Jackson, J. Hugh.
Accounting principles. Los Angeles,
Calif., Chas R. Hadley Co., cl945. 781 p.

Same, ed.

2, c1946.

790 p.

Author card
(later edition added to card)

758 A
Altman, George T., and Keesling, Frank M.
Allocation of income in state taxation
New York, Commerce Clearing House, Inc.,
C1946. 263 p.

Joint author card

110 J

Accounting principles.
Jackson, J. Hugh.

Title card for book

110 J

Accounting
Jackson, J. Hugh.
Accounting principles.
Los Angeles,
Calif., Chas. R. Hadley Co., cl945. 781

Same, ed. 2, cl946.

790 p.

Subject card for book

110 J
Installments Accounting.
Jackson, J. Hugh.
Installment accounting. (In his
Accounting principles, cl945. p. 653-5.)
Analytic for chapter of book

Airlines
See also
Airports; Aviation

See also

reference

Life method
See
Inventories — Last-in, first-out method

See reference

Keesling, Frank M., Joint author
See
Altman, George T., and Keesling, Frank M.

Joint author See reference

